06-03-2009

Sign-up Instructions
American Recovery and Reinvestment Act
Monthly Employment Report (ARRA-MER) Web Application

Note: In order to gain access to the lowa DOT’s ARRA-MER web application, users must
complete a two-part process:
1. set up an account using the State of lowa Enterprise A&A System, and

2. request lowa DOT verification.

Instructions for each part are provided below. Users will not be able to submit or review their
monthly employment reports until both parts of the process are complete.

Part 1 — Set up an account using the State of lowa Enterprise A&A System

1. Click on https://secure.iowadot.gov/ARRA-MER/Default.aspx to open the ARRA-MER

Information and instructions page, as shown below:

2 ARRA - Monthly Employment Report Overview and Login - Microsoft Internet Explorer |Z”E|
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American Recovery and Reinvestment Act

® overview Monthly Employment Report

Information and Instructions

Login to ARRA-MER
Why is this required and what does it include?

In accordance with Sections 1201 and 1512 ofthe American Recovery and Reinvestment Act (Recovery Act) of 2009, the lowa
Department of Transportation (lowa DOT) is required to provide a Monthly Summary Employment Report (Form FHWA-1587) ta the
Federal Highway Administration (FHYWA). This report provides the total number of persans employed, hours worked and payrall
associated for all Recovery Act-funded contracts. To collect this data, the lowa DOT has developed a Web-based application.

Who must file a report?

« All prime contractors on Recovery Ackfunded contracts. Prime contractars must also report employrment infarmation for their
subcontractors, if any.

= Al prime consultants employed on contracts that are reimbursed with Recovery Actfunds. Prime consultanis must also report
employment infarmation for their subcontractars, if any.

» Local agencies, planning agencies or other agencies that receive Recovery Act funds passed through the lowa DOT, if they reguest
reimbursement of their staff costs with Recovery Act funds.

When must a report be filed?

« Reports must be filed with the lowa DOT monthly, beginning with the month wark beging and continuing until the contractis
accepted as complete by the project engineer or until September 2012, whichever comes first

s Reporis are due by the 10th of each month, following the manth being reported. Ifthe 10th falls on a weekend or state holiday, the
reportwill be due the firstwarking day prior ta the 10th.

£
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2. Click on “Login to ARRA-MER” to open the Enterprise A&A sign-in page, as shown below:

E Enterprise AtA Service - 550 Logon - Windows Internet Explorer

=Jo/es
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DOT American Recovery and Reinvestment

Act - Monthly Employment Report

What Is A&A7

CREATE AN
ACCOUNT

FORGOT

SIGN IN PASSWORD

FORGOT ID

[

Sign into DOT American Recovery and Reinvestment Act - Monthly
Employment Report here. :

Enter your Account Id and password to sign into DOT American
Recovery and Reinvestment Act - Monthly Employment Report,

Account Id:| |

Password: | |

] Take me to my Account Options after I Sign In.

ign1n ] @

account Id Examples:

* frstnarme.dastnarmeiiowaid

* firstname.lastname@iowa.gov

* firgtname.lastname@iwd.iowa. gov
* frstnamedastnarmei@dhs. state.ia.us

Need an Account?

Foroot Password?
Forgot 1d?

Dane

@ Internet
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3. Click on “Create An Account” from the tabs across the top.

‘€ Enterprise A&A Service - S50 Logon - Windows Internet Explorer = | ﬁ

77 Favorites |EEnterpriseA&AService-sso...| | M- [] g=n v Page~ Safety~ Tools - (gh-
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»

]
DOT American Recovery and Reinvestment Act -

Monthly Employment Report

What Is ARA?

CREATE AN
ACCOUNT

FORGOT

STG RN PASSWORD

FORGOT ID

Create an account for DOT American Recovery and Reinvestment |
Act - Monthly Employment Report here. H

Create An Account Tab'
Sign up now to get credentials you can use for DOT American
Recowvery and Reinvestment Act - Manthly Employment Report and
at other Enterprise A&A enabled sites. :

First Name: || |

Last Mame: |

Reaister) @

Before Beginning:

s You must have a valid email address,

* The same PC and browser must be used for your entire
registration.

® Make sure yvour browser has Cookies and JavaScript

enabled.

e Your ABA Account ID may not contain profanity or special
characters,

e You will be required to complete some Security Baseline
Questions,

Yoy are

€D Internet v Hi00% <
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4. Enter your first and last name, then click the “Register” button, as shown below:

06-03-2009

‘€ Enterprise Afth Service - 550 Logon - Windows Internet Explorer o || m
@\:__; - |n https:,l',l'test.itl g | G| *2 || X | [ coogle ‘ B
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DOT American Recovery and Reinvestment
Act - Monthly Employment Report

What Is ARA?

CREATE AN FORGOT
SR L ACCOUNT PASSWORD SOl L

Create an account for DOT American Recovery and Reinvestment
Act - Monthly Employment Report here.

Sign up now to get credentials you can use for DOT American :
Recovery and Reinvestment Act - Monthly Employment Report and
at other Enterprise ABA enabled sites, :

First Name: |Jim | :
il in First and Last Name
lick Register Button

Last Name: |Jones|

I
Register | &

Before Beginning:

* You must have a valid email address.

* The same PC and browser must be used for your entire
registration.

* Make sure your browser has Cookies and JavaScript

enabled.

* Your ARA Account ID may not contain profanity or special
characters.

* You will be required to complete some Security Baseline
Questions,

]

€D Inkernet fp v W00% -
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5. The system will automatically fill-in the Account ID field. Complete this page by entering

your email address and click the “Save Account Details” button, as shown below:

E Enterprise AftA Service - SS0 Registration - Windows Internet Explorer

B=1%)

O » [Mnwsiex fB](B][%][x] [ ssa
R

[E28

+p Favorites | [ Enterprise A Service - 5. | [] = v Page~ Safety -

Account 1d:| JIM.JONES @IOWAID

First Name: |Jim

Last Name: IJones

Email: |jim.joneleB@gmaiI.com |

Confirm Email: |jim.joneleB@gmaiI.com| |

[Saue Account Details ] [Cancel ]

You are looking at egistration Transaction Id: OUXY1T

L 9 )

.
004 State of Iowa, DAS-ITE

Version 2.4.5.1
1. Fill in the email information
2. Click the Save Account Details button

Done € Internet dg v H100% -

6. The system will process your Account ID. When finished you will be presented with a
screen informing you that your account is being processed and an email will be sent to your
account that will provide you with instructions to validate your account information, as

shown below:

@ Enterprise AftA Service - $S0 Reg Confirmation - Windows Internet Explorer

o

O + Mrwsioai ([ B][B] (] [x] [Woea
I

(2]

7 Favorites |nEnterprise A8 Service - S... | [ m= + Page~ Safety -

An email has been sent to the email address you provided, It will contain your
Account id and instructions to complete your registration.

The email that was just sent to you may show up in a matter of seconds or could
take hours, Once sent we have no way to track this email to determine if or when
vou will or have received it. If you do not receive an email within 2 days and or
complete the registration process defined in this email you will be required to start
the registration process aver,

Make sure to check your spam or blocked email folders as in rare occurrences
email security products are not allowing this email to be received normally.

*HATTENTION®#

Deleting browser cookies will prevent you from completing pour registration, Some
browsers can be configured fo delete cookies upon exit, If you are unsure how
pour browser is configured we recommend you leave #his window open and
immediately complete the registration using the instruction that have just been

iled # A

Done € Internet dg v H00w -
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After your Account ID is processed, you should receive a notification e-mail from the State
of lowa, similar to the one shown below. The e-mail confirms the account credentials you
provided in the preceding steps.

Account Confirmation for DOT American Recovery and Reinvestment Act
- Monthly Employment Report  Inbox |®

entaa-noreply@iowa.gov to me show details Apr 16 (B days ago) | * Reply | ¥

Welcome from Enterprizse A2A

“Befare you can begin using DOT American Recovery and Reinvestment Act - Manthly
Employment Repoart you will need to complete the account activation process.™

This e-mail is a confirmation of the account you requested for DOT American Recovery
and Reinvestment Act - Manthly Employment Report.

Account Details
Account 1D JIM JONES128E N 0WAID
Your name: Jim Jones
E-Mail:  jonesimlZ28&gmail. com

If vou did not request this account ar think this e-mail was sent in error, please forward
this note to DAS-ITE Service Desk (ITE. Servicedeskigiowa. gov).

To start the account activation process click on the following link or paste the following
address in your browser:

httpoitest. iowa.gowentaa/ssa?reg=r2A0]1 36

Your Registration Confirmation Taken is: Z2ALSE

Account Activation Process Instructions.

1. Click link found above in this email.

2. Enter Confirmation Token found above in this email. The Token is also part of the link
above, and may be pre-filled for you.

3. Enter Code from image on web screen.

4. Click "Confirm My Account” - (If you get an errar see below for possible error
reasans.)

b. Choose two baseline gquestions and then make your own guestion. - (These are
security guestions you can answer later if you ever forget your passward.)

B. Enter your password. (Reminder - Passwords must be min of 8 characters, a mix of
upper and lower case, and must contain at least 1 number and ane special character such
as 157

7. Sign in using new account.

At this point, you can delete this email. Your account has been created successtully and
the Confirmation Taken will no longer be needed.
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8. In the e-mail notification, click on the link provided to activate your account. You must click
on this link, otherwise the account activation process will not be completed. After clicking

on the link, you will see a page similar to the one shown below:

/€ Enterprise AA Service - SS0 Logon - Windows Internet Explorer [._”E]m

5;; - |n http:,l',l'test.iowa.gov,l'entaa,l'ssoM B4 | X ".' Google | -
n S = »»
7.7 Favarites |ﬂEnterprise BB, Service—SSO...| | N R (] o= v Page - Safety~ Tools -+ @

E

DOT American Recovery and Reinvestment Act -
Monthly Employment Report

i B Enterprise What Is A&A?

Account Confirmation

(1\_) You have recently registered for a new account, You
must complete the confirmation process before yvou will
be allowed to continue.

: STEP 1

Enter the & character Registration Confirmation Token found in the
i Account Confirmation Email you received. H

If you did not receive an email or are having an issue with Step 1

click the following button to create a
224136 LD

| STEP 2

N

ek

Enter the code shown above or play audio code

or [Get me one I can read! ]

ricke @)

| STEP 3

Confirm My Account

ount Management

tate of Iowa, DAS-ITE

@ Inkernet

,100%,

9. Step 1 on the Account Confirmation page will be filled out automatically. Complete Step 2
by typing the keyword that is displayed in the image. Complete Step 3 by clicking on the

“Confirm My Account” button.
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10. On the following page, choose 3 security questions and fill out the answers, as shown on
the page below. When complete, click on the “Save Identity Baseline” button.

'{é Enterprise AftA Service - $30 Initialize Account - Windows Internet Explorer

@.\::; - |ﬂ https iowa.goy M QJ B4 | X

fg Favarites

BEX

"" Google | R

! »
[ Enterprise AR Service - 530 ... fi v B - ) = v page~ Safery~ Tooks- (@

DOT American Recovery and 4
Reinvestment Act - Monthly
Employment Report

rd Change - DOT American Recovery and @

Reinvestment Act - Monthly
Employment Report
Identity Baseline for JIM.JOMES1Z8@I0WAID

0On this page, wou must create your identi?y baseline. This is a set of questions and
answers you establish for your account. If you forget your passward or lock your
account for some reason, you can answer these questions to get access to your

account,

Question 1:

|Whal was the name of your childhood pet? [l]

Answer 1; #ES0E Confirm; #0808

Question 2:

|What color was your first car or truck? [i]

Answer 2; BOO0N Confirm; #0008

Question 3 (Create your own question.):
Whatwas the name of vour first girlfriend ?

Anzwer3; SO000S Confirm; | #80888

Save Identity Baseline ] [ Cancel

Some guidelines for setting your baseline:

1.

Choose questions and answers that you know well, but that others don't.
2.

Avoid special characters like cornmas or guotes that you may not enter
the same way later.
3. Keep yvour answers simple - for example, use "paperboy” instead of "The
Des Moines Register paper delivery” for your first job,
<4, You must create your own guestion when a drop down list is not
provided. Usually this is the case for the last one or two questions shown
above,

Done

€D Internet fh - ®io0w -
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11. On the following page, enter a password in each of the fields. Your password must
contain at least 8 alphanumeric characters including at least one special character such
as ! or @. When complete, click on the “Save New Password” button.

a Enterprise A&tA Service - 530 Initialize Account - Windows Internet Explorer == m
@g;'v |n https:,l',l'test.iowa.gov,l'enlM g | @ 4| X |'5T'Google ||F‘ "|
sl Favorites |!Enterprise Al Service - 550 ., |_| Koov B) ) dm v Page~ Safety v Toos+ @

DOT American Recovery and
Reinvestment Act - Monthly
Employment Report

Self Service Pazsword Change - DOT American Recovery and

Reinvestment Act - Monthly
Employment Report

Password Change for JIMJONES1Z28@I0OWAID

Enter new password: |o.oo.... |

Confirm new password: |""uu| |

Password Rules:
Passwords should contain a minimum of 8 alphanurneric characters (a mix of
upper and lower case) including at least one special character, Note: You may
not use pieces of your name or e-mail address in your password,

[ Save Mew Password ] [ Cancel

You are looking at S50 Initialize Account Transaction Id: S30MRY

o ™ =Mtfarnricc A M 0
E UJ’ nierprise A&A

£12004 State of Iowa, DA&S-ITE Version  2.4.5

||D0ne & Internet G v 00w -

12. After clicking on the “Save New Password” button on the preceding page, you should be
returned to the original State of lowa Enterprise A&A login page. You are now ready to sign
in to the ARRA-MER web application with your new Account ID and password.
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Part 2 — Request lowa DOT Verification

1. On the Enterprise A&A sign-in page, enter your Account ID and password and click on “Sign
In” and click on, as shown below:

2} Enterprise AA Service - 550 Logon - Microsoft Internet Explorer,

File

@Bafk - J @ @ \_h pSearch ‘i‘E‘Favorites @ E;év :F

Address |@ https;ifentaa.iowa. govientaa/ssorappld=DOT_ARRAGcalingApp=t ¥ | Go Links %CDWB“ < 53"3'2'-'

DOT American Recovery and r
Reinvestment Act - Monthly
Employment Report

Edit  Yiew Favorites Tools Help

What Is A&A?

CREATE AN FORGOT
ACCOUNMT PASSWORD

SIGM IM FORGOT ID

Sign into DOT American Recovery and Reinvestment Act - Monthly
Employment Report here. H

Enter your Account Id and password to sign into DOT American
Recovery and Reinvestment Act - Monthly Employment Report,

Account Id: |JIM.JONES128@I0WAID |

Password: |'““"| |

[J Take me to my Account Options after I Sign In.

[sign1n ] @)

sccount Id Examples:

e firstname. lastnarme@iow aid

s firstname. lastname @iowa.gov

s firstname. lastname@iwd.iowa, gov
e firstnamedastnamedhs.state.ia.us

Need an Account?
Forgot Password?
Forgot 1d?

| €

@ é G Internet
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2. When you sign-in for the first time with your new Enterprise A&A account, the
Unassociated Entry page will open.

3. Check the appropriate radio button to indicate if you are a contractor or a project engineer.

* If you are a contractor, your screen should resemble what is shown below. Enter the
name of your firm in the space provided and click on the “Send to DOT” button.

f‘ ARRA - Monthly Employment Report Unassociated Entry - Windows Internet Explorer |Z|@E|

- | ; . + -
C e 7 | B bemilfecahostARRA-MEREntryOrly.asox | [#2] %] [coogle |l
File Edt Wiew Favortes Toals Help

Go glz| v ‘ PPzearch v G- & @ B~ O Bookmarkss | T Autoril + & v @ calewyis

= Y »
b1 fﬁ? ‘ @ARRA - Manthly Employment Repart Unassociaked Entry [ T’:} =

INDEX|ABCDEFGHIJKLMNOPQRSTUVWXYZ

lowa Department of
DOT Home | DOT Phone Book | Contact Us

-

American Recovery and Reinvestment Act (Recovery Act) of 2009

® overview Monthly Employment Report

Unassociated Entry

Your user sign-up has been completed, but your access has yetto be confirmed by the program administrator. After the lowa
DOT confirms you are an authorized user, your access to the Monthly Employment Report system will be allowed.

Be sure ta provide your company’s name, if you are a contractor, or the name of your local agency and contract id you will be
responsible for, if you are a project enginger. This infarmation will help the lowa DOT getin contact with you to verify your identity.

Contractor
User Type: @
) Engineer
Contractor/Agency Name
Send to DOT
|
Policies and Statements | Applets and Plug-ins

2\ iowa pepartment
A S lowa Department of Transportation - 800 Lincoln Way - Ames, 1A 60010

& %J Laral intranet H 100% v

e If you are serving as a local agency project engineer, your screen should resemble what
is shown below. Enter the name of the local agency you are representing and the
Contract ID(s) that you will be responsible for. When finished, click on the “Send to
DOT” button.

Note: If the Contract ID you provided does not match a Contract ID in the system, you
will not be allowed to complete the verification process. You will receive a message
indicating you need to try again after the contract has been loaded into the ARRA-MER
application. Local agency contracts should be loaded into the ARRA-MER application
shortly after a copy of the fully executed contract is received by the lowa DOT Office of
Contracts.
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(= ARRA - Monthly Employment Report Unassociated Entry - Windows Internet Explorer:

o |g http:filocalhost/ARRA-MERERErYONly, aspx ||| X

ST |2
il
File Edt Wiew Favorites Tools  Help
Google | vl-'l search - g0 - & @ B~ ¥ Bookmarkst | o AutoRil - 4 < - @ calevyt
— n
T:f f{ﬁ!’ ‘ gARRA - Manthly Employment Report Unassociated Entry | ‘ E;‘J h

_ = INDEXABCDEFGHIJKLMNOPQRSTUVWXYZ
lowa Department of >
DOT Home | DOT Phone Book | Contact Us

(®) overview Monthly Employment Report
Unassociated Entry
Your user sign-up has been completed, but your access has yetto be confirmed by the program administrator. After the lowa
DOT confirms you are an authorized user, your access ta the Monthly Employment Report system will be allowed
Be sure to provide your company's name, if you are a contractor, or the name of your local agency and contract id you will be
responsible for, if you are a project engineer. This information will help the lowa DOT getin contact with you to verify your identity.
User Type:  Contractor
(O] Engineer
Contractor/Agency Mame
Contract D |
I E
|
Send to DOT
(am Department Policies and Statements | Applets and Plug-ins
' Of Trant lowa Department of Transportation - 500 Lincoln Way - Ames, 1A 50010

& %J Local intranet F o100 v

4. An e-mail notification will be sent to the lowa DOT. Upon receipt of the e-mail notification,
the lowa DOT will contact the contractor or local agency you supplied to confirm that you

are the designated person to provide or review the monthly employment data on their
behalf.

5. After verifying your account credentials, the lowa DOT will provide you with appropriate
access to the ARRA-MER web application.

e If you are a contractor, you will be provided access to all the contracts awarded to your
firm.

* If you are a project engineer, you will be provided access to the contractor reports for
the contracts awarded by your agency.

6. After the lowa DOT provides you with access to the contracts for your firm or agency, you
will receive an e-mail confirming you are now ready to log-in and begin using the ARRA-MER
web application. For more information, refer to one of the following step-by-step
instructions for contractors or project engineers, as appropriate:

Contractors Instructions Engineer Instructions
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